
L. 

Attention: Scheduling Section. 

4. Dates of Series 
Earliest Latest 

5. Records Series Title (followed by ride used in office; if different) 

FY78 I t o  d a t e  CONTRIBUTING MEMBER ANNUAL SUMWWY F I L E  
6. Drision and Office Function What i s  the function of the Division and the Office in which this record series is created? 

The Teachers  R e t i r e m e n t  Sys tem a d m i n i s t e r s  the r e t i r e m e n t  s y s t e m  for a l l  t e a c h e r s  and 
a d m i n i s t r a t i v e  personnel  a s  d e f i n e d  i n  Georgia Code 32-2901; and p e r f o r m s  a c c o u n t i n g  and 
i n v e s t m e n t  services, through c o n t r a c t ,  f o r  the Georgia S t a t e  Employees Retirement System.  

The Sys tems  Division enrolls members o f  the Employees and Teachers  Retirement S y s t e m ;  
m a i n t a i n s  member a c c o u n t s ;  e d i t s  and p r o c e s s e s  m o n t h l y  r e p o r t s  on member and employer 
c o n t r i b u t i o n s ;  and m a i n t a i n s  s u b s i d i a r y  a c c o u n t i n g  records for the Georgia S t a t e  Employees 
Retirement S y s t e m  and the Teachers  Ret i rement  System. 

7. Record Series Description 

Documents relating to: 

Th is  file contains the following documents (include form numbers and titles, if any): 
Attach samples of the file. 

m a i n t a i n i n g  an updated record accumulat ive  t o t a l  o f  member c o n t r i b u -  
tions and interest on an  annual b a s i s .  

computer o u t p u t  m i c r o f i l m  showing nember number and name and informa- 
t ion  on c o n t r i b u t i o n s  and interest earned t o  d a t e  and  employment/ 
r e t i r e m e n t  s t a t u s .  

lnduded are: 

File i s  arranged: c h r o n o l o g i c a l l y  b y  f i s c a l  y e a r ;  thereunder  n u m b e r i c a l l y  b y  Ember 
number. 

8. Monthly Reference Rate 
One t o  six months old 

How often are records referred to which are: 
20 ; Seven to twelve months old 4; Thirteen to twenty-four months old A; 

twenty-five months and older 3? 
9. Annual Rate of Accumulation of Records 

Lettersize drawers ; Legal-size drawers ;Shelves ;Other ($p.3zifyl 53 fiche 
1-1/2" p e r  year  

~ 
J - 
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ES I NO I 10. Questionnaire (Place an "x" in the proper column) 

X 

X i 1. X Reter 

a. I s  this the official copy of the series? 
If  not. where i s  it? 

b. Does the series mntain confidential information requiring security handling? I f  yes, cite law or regulation. 

c. Is this a vital record? 
d. Does th is  series have historical or long term research value? 
e. When one or two documents in the file make it Cecesrary to keep the entire file for a long period, could these 

documents be rcheduled sewratelv? 
f. I s  the information mntained in this series ever Dublished? If  yes. attach CODY. 

g . ~  Is  the information contained in this series ever analyzed andlor recorded in a summarized report? 
If  ves. attach CODY. 

h. I s  there.a duplication of this series in your office, or in another office or agency? 
If  veswhere? hard c o p y  s e n t  t o  r e w r t i n s  asencv  

i Is t h i s  series b r a  mior  m r b  .on of itl rew 
L Ooest he remrd Series result in a -w M imut7 

,ion Requirements 

.i 

hard c o p y  s e n t  t o  r e p o r t i n g  agency . 
The following requires the series to be kept: 

a. State Law -0- years. d. Audit period -0- years. 
b. Statute of limitation -0- years. e. Administrative need -5- years. 

years. f. Federal retention instructions -0- years. c. Federal law -0- 

Attach copy or excert of laws or regulations. Explain administrative need. 

2. Appoved Disposition Instructions This agency remmmnds that the file series be cut off a t  the end of each: 
0 Calendar Year; 0 Fiscal Year; 0 Other then, 

0 Hold in the current files area monthk) year(s); then 
0 Transfer to local holding area; hold 
0 Transfer to State Remrds Center; hold 
0 Destroy. 
0 Transfer to State Archives for permanent retention. 
[Itother (Specify) Cut o f f  f i l e  a t  end of  each  f i s c a l  y e a r  - g e n e r a t e  ZOM; t h e n  t r a n s f e r  

yeark.); then 
yeark); then 

Master COW t o  S t a t e  Records  C e n t e r ,  ho ld  5 y e a r s ;  t h e n  d e s t r o y ;  g 
d u p l i c a t e s :  ho ld  i n  c u r r e n t  f i l e s  area  5 y e a r s ,  t h e n  d e s t r o y .  

Computer t a p e :  a f t e r  p roduc ing  COPl r e t u r n  t o  d a t a  c e n t e r ,  ho ld  30 d a y s ;  t h e n  d e s t r o y .  

These instructions apply to al l  p io r  and future accumulations of the series. 

Date 
3emmmndations in para- < 

If disapproved. attach letter 
Faph 12 are approved. State AuditorDerignee ) L /$--&I 

if explanation.) Secret IZ-/&-iQ 

Attorney General/Designee 
3--50-71: Rev. 76 


